SB/DVBE
Emergency
Registry

Instructional Guide
for State Departments

The SB/DVBE Emergency Registry allows state departments to identify
certified businesses who are ready and able to provide goods and
services during an emergency. State department employees must
register to gain access. Below is a step-by-step guide which will guide
you through the three part process:

Part1 Register in DGS Shared Services Portal

Part2 Request access to SB/DVBE Emergency Registry -
Buyer Search Portal

Part 3 Access Buyer Search Portal and Search Certified Businesses

If you have questions, email SBDVBEEmergencyRegistry@dgs.ca.gov.

nEs DGS Shared Services Portal

Welcome to the DGS
Shared Services Portal

Login to Submit Requests

(] Rememberme

Part 1
Register in DGS Shared Services Portal

Step 1:
Go to the DGS Shared Services Portal,
Step 2:

Click Register Here, located under the log-in section, to create a log-in.
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DBS s o SR

Enter the required information. Click Submit.
Shared Service Portal Registration

*First name

NOTE: Fields marked with red asterisks are required fields.

Required information

*Last name

— Step 4:
= Check your registered email box. You will receive two emails.
7 = (1) The first email will confirm that you are not a bot.

*Business Phone

Click Verify Account.

Extension

(2) The second email will allow you to create your password.

Click on Set a New Password
e NOTE: You must click on the link within 12 hours of receipt.
Identify «/ Verify « Reset Step 5:
Create new password.
Reset Password .
Accountis not locked Enter password, click Reset Password.
>k New password
- Strength Step 6:
® Minimum 8 Characters i . .
® Maximum 40 Characters Return to the DGS Shared Services Portal log-in page to proceed with

g::::i'w'l';‘()) registering for the SB/DVBE Emergency Registry - Buyer Search Portal.
east 1 uppercase letter(s,

® At least 1 digit(s)

® Atleast 0 Special Character(s)

>k Retype password

Show passwords

Reset Password ‘

Y
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nEs DGS Shared Services Portal Eaietes

Welcome to the DGS
Shared Services Portal

Login to Submit Requests

(O Remember me

Register Here

LJES oo shared services portal privacyNoice
Categories Popular Items HH
Access Request (-]
o
Purchasing o
| SB/DVBE Emergency Registry  €)

View Details
N
.
-
Request access to
% Telework Dashboard
View Details

Part 2

Request access to SB/DVBE Emergency
Registry - Buyer Search Portal

Step 1:
Log-in to the DGS Shared Services Portal by entering your
Username (your e-mail) and Password.

Step 2:
Click SB/DVBE Emergency Registry, located to the left in the
Categories section.
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Home % DGSSSPCatalog >  SB/DVBE Emergency Registry

Categories SB/DVBE Emergency Registry
Access Request o Buyer Access
Forms o Request access to
\\g+ Emergency Registry
Purchasing (7] Buyer Catalog.
N
| SB/DVBE Emergency Registry € ‘ -
View Details

Supplier Registration
i’: Request access to
v

p==0rq Emergency Registry
v Supplier Registrati
R upplier Registration

View Details

Buyer Access

Request access to Emergency Registry Buyer Catalog

Buyer Address Information
*Department Name

County

*Work Email Address

Supervisor Information
*Supervisor Email Address

Additional Comments:

*Work Phone Number

*Supervisor Phone Number

with the

0GS staff

reserve the right to reject or approve my application.

D rasatachments

Step 3:
Click Buyer Access.

Step 4:

Enter in the required information. By filling out this form, you are
requesting access to the SB/DVBE Emergency Registry -
Buyer Search Portal. Review your information. Click Submit.

Step 5:
A pop-up message will appear, please read. Click Okay.

Your submission is complete, you will be directed to a dashboard
where you will see your initials and an open ticket. DGS will review
your information and send an email communicating whether you
were approved or not.

If approved, you can access the SB/DVBE Emergency Registry -
Buyer Search Portal and begin searching the pool of certified
businesses who offer emergency goods and services.

If you were not approved and you feel that this was in error,
please email SBDVBEEmergencyRegistry@dgs.ca.gov.
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Categories Popular Items i

Actess Request Forms Request Statewide Dashboard Access

Forms (1] Create, modity or Request access to
discontinue a form Telework Dashboard
Purchasing [7]

| SB/DVBE Emengency Registry
< | ) View Detalls View Detadls

DES  comwsmron e

Home » DGSSSPCatalog 3 SB/OVBE Emergency Registry

Categories SB/DVBE Emergency Registry HH

hetess Request Buyer Search Portal #

Purchasing

Wiew Details

Part 3

= i~ = St = o S e =

Buyers Report Search

Select search filters by typing or selecting from the drop (minimum 1 search filter):
@

] 0] @
Suppher Certitcanon Types | Emengency Registry Categony PraductSarvice Faywerds Supplier County Suppinr City
oo ooy Maigh [ P " P

Conthcaton Logal Buvrorss Name Cortiication | Coviiication | Totad PO Conrt |8 Steet.
e Tres Date st 3 o

T rTr— I zao |0 THERGYAURL I IE
anu RIS CHECK SERVICES LLE S | X105 |2 AT 5 IR SRS S0 A o e un
14280 HAMAI CONULTING SRR

=i HASWARD RLBBLR STAMP 0 NC Wikl | X020 | 192 2B o KRR S0 SHc b it [

[@ Heaw to Use l@ Abeut Buyer m-p\---.]

Access Buyer Search Portal and Search
Certified Businesses

Step 1:

Log-in to the DGS Shared Services Portal.

Click SB/DVBE Emergency Registry in the Categories section
to the left.

Step 2:
Click Buyer Search Portal.

Step 3:

Enter search criteria to locate suppliers that meet your needs.

NOTE: As you add specific search criteria, the system will populate the list
below with certified businesses that match your search parameters.

Search criteria listed on next page.
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‘ /Supplier Certification Types
DVBE

SB / SB (Micro)

SBPW

. /Emergency Registry Category

Emergency Registry Category M\
-
7 .
Emergency Registry Category
Emergency Registry Category L N

‘ BASE CAMP OPERATIONS

A .
COMMUNICATIONS
DEBRIS REMOVAL

&

e ("Product/Service Keywords

Search

V(2 O
-
S\

Search Criteria:

a Supplier Certification: Mark the box next to the certification type(s)

of interest to you. You can choose more than one.

9 Emergency Registry Category: Click the drop-down menu and

identify the relevant categories. You can choose more than one

emergency category.

List of Emergency Categories:

Base Camp Operations
Communications
Debris Removal
Electrical

Energy/Fuel

Erosion Control
Facilities Maintenance/Repair
Fencing

Fire Protection

Food & Beverage
Hazardous Materials
Information Technology
Janitorial

Law Enforcement/Security

Lighting

Logistics/Transportation

Medical

Miscellaneous Services
Miscellaneous Supplies

Personal Care Supplies

Portable Modular Buildings/Sanitation
Respiratory Products

Roadway Maintenance

Temporary Labor

Traffic Control

Vehicle Rentals (Incl. Heavy Equipment)
Vehicle Repair

9 Product/Service Keyword: Keywords are based on the description
of products and services provided by suppliers. Type in a keyword
and click the magnifying glass to search. All results that contain
that keyword will be shown. Type in the root or shortest version of a
word to get wider search results. Click the eraser icon to clear results,
then repeat the process to search a different keyword.
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Search Criteria - continued:

@ [ supetier County @ (sueptiercity @ Supplier County: Click on the drop-down menu to select the county
SURERErGeY X! Supplier City Y or counties that you are requesting goods and services from. You can
¢Supplier County Supplier City N select multiple counties.
Suppler Gou_ € ~ | Stpplies Gty gz A @ supplier City: Click on the drop-down menu to select the city or
Alameda Acampo cities that you are requesting goods and services from. You can select

Alpine

Acton multlple cities.

Amador

Adelaida

B Once you have completed your search, hover the cursor over the specific
. Riivere Rennrt Search . . . . . . .

e — > company line in the list below and a pop-up window will appear with

Select search filters by typing or selecting froi

their complete profile info OR you can use the scroll bar (located at the

bottom of the business list window) to access their profile data.
o —T——T—— NOTE: Currently the system will not allow you to save search parameters
1792922 ::Aj:('\'r;g debris removal, | 6405 Contente Way | EkGro for future u S e.
b\, [@ How to Use l@ About Buyer Report

Buyers Report Search

Select search filters by typing or selecting from the drop (minimum 1 search filter):
[0} (o] (0] (0]
("Suppl Types (& 8¢ gistry Category Product/Service Keywords Supplier County Supplier City
B ot e
DEBRIS REMOV/ Search - Suppler City
SB / SB (Micro) S G
sow
Emergency Registry Category | Productservice Sweethddess | City | supplier County [ swte [z | sul
HEALTHCARE STAFFING | SB (Micro), | 2018-04-27 |5 DEBRIS REMOVAL Trucking, debris removal, | 6405 Contente Way | Elk Grove | Sacramento California | 95758 | Jer
o
R [@ How to Use l@ About Buyer Report

Step 4:
Exporting your Search — Coming soon!
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Pages. D Fie v Bt 2 Shae 2 Sumr

s e s mmm Additional Resources

Filters:

Use the search filters below to find SBs and DVBEs capable of responding to state emergencies. There are five search filters. In each search filter, type or select from the drop menu. Use at least one H H H

e et Vi sl To et e selections, ek he e 1o ol e of ik onthe e Ko ht sppéas 1 h 4 f he éro-down o to ol eections n the main searc page, there 1s a How to Use section for
Results are displayed in real-time on the bottom panel. Scroll up, down, right, or left to view all information.

Supplier Certification:

your information.

Emergency Categories: Click on the drop-down menu (v symbol) to scroll through the categories or begin typing to find a particular category. Click on a category to select it and repeat the
process to add multiple categories to a search

EraducSeic Kepwordt Kepwrds r b onh dscrption of rdcs ndsnces yped by spplrs g resation i ying o find atlr ey h ey When on the Bu yers Report Page, you can access the How to Use
‘matches a keyword used in a supplier’s description, it will show p in the drop down and you may click on it. Repeat the process to add multiple keywords to a search. /

Supplier County: Click on the drop-down menu (V symbol) to scroll through the counties or begin typing to find a particular county. Repeat the process to add multiple counties to a search.

S S page by clicking on it within the Pages menu on the left of the screen,
To clear fiter selections hover over fite criteia, the eraser icon will appear (cick) or by Cl | c kl n g .th e H ow t 0 U se b u tt on at b Ott om Of th e screen.

To see addlitional search results, use bottom bar to scroll right to left (left to right)

Supplier Certification Types | Emergency Registry Category Product/Service Keyword(s) Supplier County

ov

Emergency Registry Categ e

Navigation:
Use the buttons below to navigate through Buyer Search Portal.

Return to this page by clicking on "How to Use" button. Get started by dlicking on the "Buyers Report” below.

[9 Buyers Report H@ About Buyer Repor\]

Pages <« [ File v > Export > |2 Share [ Subscribe -
How to Use
-

Buyers Report

Buyers Report Search

Slect search filters by typing or selecting from the drop (minimum 1 search filter):
o
Supplier Certification /1% (" Emergency Registry Category Product/Service Keywords
DVBE ‘
DEBRIS REMOVAL . Search

SB / SB (Micro) SREMOVAL X

SBPW
Certification Legal Business Name Certification | Certification | Total PO Count Emergency Registry
Number Types Date (Last 36 months)
1792922 PEOPLESOLUTIONS HEALTHCARE STAFFING | S8 (Micro), | 2018-04-27 |5 DEBRIS REMOVAL
<

Y7
201
[@ How to Use " ey @ About Buyer Report

Thank you for your support of certified businesses!

If you have questions or require support please email
SBDVBEEmergencyReigstry@dgs.ca.gov.
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